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Submit OTC 

Project Inquiry 

Form (Form) to 

CDBG Staff. 

Review Form and 

schedule a conference 

call to discuss with 

Jurisdiction

Discuss Project 

Activity scope via 

conference call.

Based on Form and Conference Call Discussion, 

Determine: 

Schedule a 

site visit

Approve – Send Invite 

Letter to complete ED OTC 

Application

Deny – Send Denial 

Letter

Further action needed – 

Send letter requesting  

follow up information

Meet at project 

site with business/

developer to 

discuss details of 

the project and ED 

OTC Application 

next steps. 

Submit an ED 

OTC Application 

Application 

Approved 

Present project to 

Department Internal 

Loan Committee (ILC). 

Approve Project for 

ED OTC funding 

Issue award letter and 

contract to Jurisdiction

Clear General and 

Special Conditions 

and draw down funds

Submit Project 

Completion Reports 

and Contract Close 

Out Prackage.

START

FINISH

Grantee Oversight 

of Project and 

CDBG 

Expenditures

Close Out 

Monitoring

Complete Contract 

Close Out Process, 

send Approval 

Letter.
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